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Vehicle Business Accounts

Department of Licensingrovidesyou withonline servicesviaLicense eXpress for Busingss the following vehicle
account types:

Contracted Plate Search
EPermits

Fleet Access

Insurance Destroyed Reporting
Wrecker Destroyed Reporting
Abandoned Vehicle Reporting

Getting Started

All License eXpress (LX) for Business usemnugtito register for their owrlLX for Business accouliftyou already
have an L¥usiness accounyou can add new services to your existing account. Each business is allowed one
account administrator, as many managers as needed, and as many employees as needed.

User Roles
Administrator Managers Employees
Usualy the contract manager or  Several managers allowed per  Several employees allowed per
business owner business business

Only 1 administrator allowed per Generates manager and employe Performs account functions
business access codes

Generates manager areimployee Changes manager and employee
access codes access

Changes manager and employee Removes manger and employee
access access

Removes manager and employee Performs account functions
access

Performs account functions
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Register for a LicensXpress for Business Account
If you do not already have a LX for business account, use the following directions to register for a new account. Make
sure to use an accurate email address and write down your user name and password.

1. Go tothis website:secure.dol.wa.gov

2. Click theJoin now!button.

License eXpress: Account and services

A new customer?

I haven't received my activation email

What is License eXpress?

I need to check to see if | have an account

3. Clickthe License eXpress for businelsstton and clickContinue

What type of account do you want to join?

(O License eXpress for individuals
- Manage my personal driver license, ID card, vehicle and boat licenses
= Pre-apply for my first Washington driver permit, driver license or 1D card

License eXpress for business
- Conduct business with DOL on behalf of my firm, agency, company, etc.
= Driver related business

= Wehicle and vessel related business

| Continue |

4, SelectDo business related to vehicles and vessatsl clickContinue

License eXpress for business
What do you want to do with your account?

(O Renew or manage a DOL business license
- For a firm, agency, company, shop etc.

(O Do business related to driver licensing
= Driver training schools
- Motorcycle training
= CDL training
= Driver information and adjudication (previously IHPS)
- Driver and plate search (DAPS)
- Report SR22/26 (Insurance companies)
= 1ID vendor functionality
- Driver record request
(] Do business related to vehicles and vessels
= Manage my E-permits (dealers)
= Manage my vehicle fleels
- Report vehicles a total loss (insurance companies)
- Report vehicles in my wrecking yard’s inventory {(wreckers)
= Report abandoned vehicles my business has towed, affidavits of sale (tow truck operators)
- Look up a vehicle plate or vessel (formerly IVIPS)

[ Continue I
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https://secure.dol.wa.gov/home/

Entera First name Lastname, and clickContinue

Enter aUsername Emailaddress Confirm emailaddress, and clicRontinue

Enter aPassword Confirm passwordand clickRegister me

© N o o

Check your email account and click gmivation hyperlink to continue the registration proceséouwill be
routed to Secure Access Washington (SAW) to complete the-Madtor Identificabn (MFA) process before
youcompletethe registration processThe emails sentff N2 Y ay2NBLX @ XR2f ®gl ©32 G d

Registration - Step 4 of 4

License eXpress for business
You're almost done Doltest!

Please check your email.
We've sent you an email containing your activation link. Click on the link to activate your account.

9. Clck theBusiness related to vehicle, vessel, and driver licengaggerlink.

My services

Business related to vehicle, vessel and driver licensing Remove

Join other DOL services

10. Click theBeginbutton after you read the information.

HOME TIPS ON GET HELP LOGOUT

ADD MFA TO YOUR ACCOUNT

MFA (Multi-factor Authentication) is the use of more than one user
authentication method to verify a user's identity when logging in.
Here, contact emails and phone numbers will be gathered so that a
code can be sent to you via either a call, a text or an email when you
login. If you wish to review our privacy policy, you may do so here.

11. Enter aPrimaryemail address, enter a®ptional email address (if applicable) and clislext

12. Enter a 10 DigiPrimaryPhonenumber, enterOptional Phong(if applicable) and cliddext.
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13. Reviewthe Phonenumbers, Email, and cliclSubmitwhen you are ready to proceed. The MFA process is
complete. Now continue the LX registration process.

HOME TIPS ON GET HELP LOGOUT

REVIEW AND FINALIZE

Please review the information you have entered and make any
changes before pressing the "SUBMIT" button.

PHONE NUMBERS

PHONE 1: 3609023900

EMAILS

EMAIL 1:Fake_Email@email.com

Would you like us to add this computer to our list of known devices?
Users who access the system using a known device are slightly less
likely to be challenged.

® Yes
O No

14. Enter thePhone Numbey Extensionif applicable) and clickext.

Continue registering your account

Your name

| Doltest Business |

Phone type

| Business |
Phone Number

1(360) 902-3900 |

Extension

Email address

| Fake_Email@email.com |

Confirm email address

| Fake Email@email.com |

15. EnterStreet addressCity, Zip codeand clickNext.
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16. Select thebutton to verify the address and clidkext

17. Clickthe checkboxto agree to the terms of service and clislext.

14. Venue
This Agreement is to be construed and intarpreted in accordance with the laws of the state of Washington and the venue for any action brought under
this agreement must be in the Supericr Court for Thurston County,

15. Assignment
This Agreement iz personal to User. User may not assign any rights or obligations under thiz agreement to any other person or entity without DOLs
prior written approval.

W)| I agree to the terms of service above.

Agreement Date
19-Jun-2019

18. Review the summargageinformationand dick Submitwhen you are ready to proceed.

19. .ClickPrint to print the transaction confirmation or clicdRontinueto go to your homepageYou have
successfully registered for your License eXpress for Business account

Contracted Plate Sear(GPS)
Apply fora Contracted Plate Searéttcount

If you are a nevContraced Plate SearcfCPS) account user, and already have a finalized contracthgith

Department of Licensing (DOL), then you can use this process to apply for account access. The person wiwo applies
the CPS account is the account administrdtmuallythe contract manager). The administrator is responsible

generating access codes for their managers or employees and ingnegrs who havaccess to the account.

1. Login to your License eXpress Business account (secure.dol.wa.gov)
2. Clickthe Request access to vehicle servidagerlink

3. Clickthe New contracted plate search accouhyperlink at the very bottom of the screen.

(2] Contracted plate search You'll need: Contracted plate search number (Administrator's IVIPS account number)

Apply for a new account

@r‘ Mew insurance account Apply for online access to report insurance destroyed vehicles,

Mew contracted plate search accoLpply for online access to search vehicle and/or vessel records.

4. Makesure you have the required informatioBl, TIN or EIN&Account I/ 2 Y (i NI} O 2 NDa Oz2y
information, your organizations information. You may also need copies of various document such as
professional licenses, contracts, and business licearsg clickNext
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5. Enter yourCompany/Agency Namenter Contract Cotact/Manager, enter Phone Numbeyenter Email
Address and clickNext.

Company/Agency Name
IReqw’:‘ed I

Contract Contact/Manager
[Reqruired I

Phone Number
IRequ.fmd I

Email Address
rRequIred I

6. SelectEntity type, selectldentifier, enter theld Number, describe your primary business activity and enter
how you will use the information contained in the recordad clickNext.

Request details
Choose an entity type

rRequIred

Choose an identifier

rReﬁ'“"”?d Employer Identification Number
1d Number Unified Business Identifier
Reguired

Describe your primary business activity, and
how yvou will use the information contained in
the records.

Reguired

7. Selectall that apply to your businesarea from the dropdown menu and cliblext.

Business area

Select all that apply to you and/or your business
Business Area _ Add'l Info Requ

i ]

Attorney

Auction

Auto Manufacturer or Agent
Bail Bonds

Bank or Financing Firm
Business

Commercial Parking Company
Credit Union

Data Broker/Reseller

Debt Recovery/Collection
Employer/Prospective Employer
Exporter e
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8. EnterCountry, enter Street addressenter City, enter Zip code and clickNext

9. Select thebutton to verify the address and clidkext

10. Clickthe checkboxif your mailing address iti¢ same as the physical address and dliekt. Or,if the
mailing address is different enter tf&treet addressCity, Zip codeand clickNext

11. Check any and dboxesthat apgy to your businesBeclarationgpage 1 of 2 andlick Next.

12. Check any and dtloxesthat apply to your busined3eclarationgpage 2 of 2 and cliddext.

Declarations - page 1 of 2

Declarations - page 2 of 2

Please check any and all boxes on the next two pages that apply to your business.

|:| I represent a government agency.

Do you agree the information you receive will only be used in an official capacity
and solely for carrying out the functions of your agency?

Select one:

| Yes No

State b

|:| I represent a Washingt

You will need legible copies of:

1. Your current business license, and

2. Any/all professional licenses you possess

|:| I represent a non-profit organization or corporation.

1. You will need a legible copy of one of the following:

= Your articles of incorporation, filed with the Secretary of
State

= Your tax exempt status form the Internal Revenue service
(501)(c)(3)

« Other documents reviewed and approved by the
Department of Licensing Public Records Officer

Select a document to provide

2. You will also need a letter with a signature of the business
owner or authorized representative indicating you are their
agent.

|:| I represent a business outside Washington State.

If your business is not required to be licensed in the state of Washington, you will
need a legible copy of either:

= Your current business license, or

= A letter with the signature of the owner or an authorized representative
indicating you are their agent. The letter must include your Employer
Identification Number (EIN) or your Taxpayer Identification Number (TIN).

Select a document to provide

I:‘ I represent a data broker/reseller.

You will need a legible copy of your current business license AND:
1. Subscriber roster (fillable at the next step)
2. Subscriber agreements

[] raman attorney. *

You will need legible copies of:

1. Your current business license
2. Your current bar card

l:‘ I am a process server.

You will need legible copies of:

1. Your current business license
2. Any/all professional licenses you possess
3. Registration for county jurisdictions

D I am a private investigator. *

Attach legible copies of:

1. Your current private investigator
license
2. Your current business license

* Whenever an attorney or private investigator accesses a vehicle record
in contracted plate search, we will send a notification letter to the vehicle
owner. RCW 46.12.635

13. Click theUploadhyperlink, enter eDescription Browsefor the file to attach, andbave Complete this

process for all applicable documents and chigkt

You may attach the following documents to this request. Use the "Upload” links below to atta

ch the
Select a file to attach ®

G Other doc

G Incorporation articles
G Authorization letter
G Business license

G DOL contract

0 Miscellaneous

0 PI license

0 Proof of bar status
0 Professional license
0 County registration
& Tax exempt status

Federal Employer Identification Number (EIN) or Federal Tax
Identification Number (TIN)

Other DOL approved document
Articles of Incorporation
Autheorization letter

Attach a copy of the business license certificate issued by WA
Department of Revenue,

Attach a signed copy of your DOL contract or subscriber
agreement.

Miscellaneous

Private Investigator License

Proof of current/active bar status (e.g. Bar card)
Professional license

Registration for County Jurisdictions

501c3 Tax Exempt Status

documents.
Attachments
Attachment Type Attachment Requirements Type Business license [~
G Agent letter A letter signed by the owner or authorized representative Description e
indicating you are their agent. The letter must include your |f [CBrowse... ]

Upload
Upload

Upload

Upload
Upload
Upload
Upload
Upload

Upload

LicenseExpress FOVEHICLBusinessesccount User Guide
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14. Review the information on the summary pagdickSubmitwhen you are ready to proceed.

15. ClickPrint to print the transaction confirmation or clicdRontinueto go to your homepagerouhave
successfully applied for a Contracted Plate Search account.

RequesAdministrator AccesSPS Account

WhenDepartment of Licensingotifies you that your contract is approvegtquestadministratoraccess by using the
following processYou will neegour Contracted Plate Search account number, provided by DOL, to request access
your accountThe system allows only one administrator per business.

1. Login to your License eXpress for Business acceantiiedol.wa.goy)

2. Clickthe Request access to vehicle servidagerlink

3. Clickthe Contracted plate searchyperlink.

Request access to these existing accounts
(1] E-permits You'll need: UBI and dealer number

Bz Fleet Access You'll need: UBI and fleet number
1= Insurance destroyed reporting  You'll need: UBI, WAIOC, and NAIC or NPN ID

h Wrecker destroyed reporting You'll need: UBI and wrecker/salvage number
= Abandoned vehicle reporting You'll need: UBI and RTTO number
| (1 Contracted plate search | You'll need: Contracted plate search number {(Administrator's IVIPS account number)

4. SelectAdministrator from the dropdown menu, enter youtontracted Plate Search #nd clickNext.

Select access level

I ]
Contracted Plate Search #

IReq'ur'reo‘ I

5. Select the appropriate business roletigms, complete the applicable fieldsnd clickNext
a. Select'm the owner or supervisoif you are the business owner. This will take away the required
fields below the Owner Contact Information secti@mterthe Contract expiration date
b. Select'm not the owner or supervisoif you are not the owner. Entefour role within the
organization.Enter businesswner or supervisoName, Phone, andEmail address

Your name
FIRSTNAME LASTNAME

(®) I'm the owner or supervisor

Contract expiration date
| Required =]

() I'm not the owner or supervisor
What's your role in your organization

Owner or supervisor contact information
Name

Phone

Email address
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6. Click theUploadhyperlink, eater aDescription clickBrowseto find the file, and clicave

documents.

Attachments

You may attach the following documents to this request. Use the "Upload” links below to attach the

Attachment Type
() DOL contract

Attachment Requirements

Afttach a signed copy of your DOL contract or subscriber Upload
agreement.
Select a file to attach ®

Type lootcontece 53]

Description I I
Required g

ﬂ — | Browse... I‘

7. Click theNextbutton.

T

8. Review thesummary pagénformation. ClickSubmitwhen you are ready to proceed.

9. ClickPrintto print the transaction confirmation or clicRontinueto go to your homepagerou have
successfully registered for a Contracted Pla&arch accountou will receive an email on€OLapproves

your acess request.

Manage Users Functions
Click this hyperlink to go to thdanage Users Functiosection. This section applies to app business atctypes.

Request Employee or Manager Ace€$3S Account

The access code provided to you by the account administrator or managexpiilk after 24 hoursPlease check
the date/time stamp on the original access code email to make sure your code igpide

1. Login to your License eXpress for Business acceanti{e.dol.wa.gdv

2. Clickthe Request access to vehicle servidggerlink

3. Click theContracted Plate Seardhyperlink

Request access to these existing accounts

(TEFF] E-permits

iy Fleet Access

You'll need: UBI and dealer number

You'll need: UBI and fleet number

|= Insurance destroyed reporting You'll need: UBI, WAIOC, and MAIC or NPN 1D

%, Wrecker destroyed reporting You'll need: UBI and wrecker/salvage number
=k Abandoned vehicle reporting You'll need: UBI and RTTO number
|[ 21 Contracted plate search | You'll need: Contracted plate search number (Administrator’'s IVIPS account number)
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4. SelectEmployeeor Managerfrom the access level dropdowenter the Contracted PlatéSearch #and click
Next

Select access level

B Manager

3. Employee

Contracted Plate Search #
I
Required

5. Enter the Access Code provided to you by the account administrator or manager amdesiick

An access code can be provided by your
manager, and is required to proceed.

Access Code

[

6. Review the information on the summary screen. CBukmitwhenyou are ready to proceed.

7. Click thePrint button to print the transaction confirmation or click tl@ontinuebutton to return to the
account homepage. You now have access taQbatracted Plate Searettcount!

Search for &ehicle or VesseCP3\ccount

1. Login to your License eXpress for Business acceanti{e.dol.wa.gdv

2. Clickthe Contracted Plate Seardhyperlink

Accounts

I Contracted Plate Search I 1121007 DOL SEARCH BUSINESS ACCOUNT

3. Click theVehicle Searchivessel Searclor Name Searchyperlink for the type ofearch you wilkomplete.
Depending on your business type and the terms of your contract, you may not have access to the Name

Search function.

Contracted Plate Search
&2 Vehicle search Search for a vehicle using VIN or Plate number.
A\ vessel search Search for a vessel using HIN or Boat Registration number.
@ MName search Search for vehicles and vessels using an owner name.
13| Page
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To Completa VehicléSearch

4. SelectVINor Plate, enterVINor Plate number,selectPermissible Use Reasdrom the dropdown menu,
enter Court Information if applicable, completénformation ForwardedTosection if applicable, and click

Search

Search Parameters

Search Reason

Information Forwarded To

Search By

VIN Plate

VIN

[Reqw‘red

Fraud Investigation
Government Agency
Insurer/Claims Investigation
Litigation

Motor Vehicle Safety Program
On Government Behalf

Owner's Authority

Permissible Business Verification
Pre-litigation

Private Investigator

Process Service
owing/Impounded Vehicle

Privacy Act Disclaimer - Access to Contracted
Plate Search is restricted by law to authorized
persons or organizations and the terms of the
Contracted Plate Search user contract.
Unauthorized use or disclosure of vehicle and
vessel information is a crime punishable by
fine or imprisonment and may result in civil
damages.

Permissible Use Reason

|

Required

Court Information

Court name

Court case/docket #

IName

Attorney or Private Investigator?

Yes Mo

Occupation

5. Click theView hyperlink on your search results to view all inf@tion related to the vehicle

Vehicle Type  Plate VIN Vehicle Details Expiration Primary Registered Name City Current

Truck ABC1233 1ABCD321E123456789 2017 GMC ACADIA 27-Dec-2019  MEREDITH GREY LYNNWOOD @
6. ClickPrint Certfied Viewto print all information related to the veicle. Alternatively,clickCloseto return to

your search results

%} Home * Contracted Plate Search * MNew Search *» ABC1233
-
7. Click theNew Searchbutton to start a newvehiclesearch.
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To CompletaVessel Search
4. SelectHIN or Reg # enterHIN or Registrationnumber, selectPermissible Use Reasdrom the dropdown
menu,enter Court Informationif applicable, completénformation Forwarded Tasection if applicable, and

clickSearch
Search Parameters Search Reason Information Forwarded To
Search By Privacy Act Disclaimer - Access to Contracted |Name
HIN Reg # I Plate Search is restricted by law to authorized
d persons or organizations and the terms of the
. . Contracted Plate Search user contract. : :
Hull Identification Number Unauthorized use or disclosure of vehicle and [ LoMeY or Private Investigator?
rReqruIrEd I vessel ilnfnrl:nation is a crime punishaple b\,r Yes No
fine or imprisonment and may result in civil .
damages. Occupation
Permissible Use Reason
Debt Recovery -
Employment — | Required I

Fraud Investigation N
Government Agency Court Information
Insurer/Claims Investigation

Litigation Court name

Motor Vehicle Safety Program
On Government Behalf

Owner's Authority
Permissible Business Verification Court case/docket #
Private Investigator

Process Service
owing/Impounded Vehicle

5. Clickthe View hyperlink on your search results to view all imf@tion related to the vessel.

Reg # HIN Vessel Details Expiration Primary Registered Name City Current
WHN1771RLXDNR7OBNITOT 2009 ZODIAC 30-Jun-2019 JESSICA JELEE MORMANDY PAR E

MNew Search

6. ClickPrint Certified Viewto print all information related to the vehicle. Alternatively, cli€loseto return to
your search results.

#%} Home > Contracted Plate Search * Vessel Search *> WN1771RU

Print Certified View Close

7. Click theNew Searclbutton to start a new vessel search.
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To Completea Name Search
4. SelectBusinessr Individual, enterNameinformation, enterCity, enterZipcode, glectPermissible Use

Reasorfrom the dropdown menu, ente€Court Informationif applicable, completénformation Forwarded

Tosection if applicable, and cli@earch

Fraud Investigation
Government Agency
Insurer/Claims Investigation

Litigation

Motor Vehicle Safety Program
On Government Behalf
Owner’'s Authority

Permissible Business Verification

Pre-litigation

Private Investigator

Process Service
owing,/Impounded Vehicle

Court case/docket #

Search Parameters Search Reason Information Forwarded To
Mame Type Privacy Act Disclaimer - Access to Contracted |Name
I Busi I Individual Plate Search is restricted by law to authorized
usiness SRCIMITII persons or organizations and the terms of the
Contracted Plate Search user contract. : .
Last Name Unauthorized use or disclosure of vehicle and Attorney or Private Investigator?
Required vessel information is a crime punishable by Yes No
fine or imprisonment and may result in civil .
First Mame damages. Occupation
Permissible Use Reason
City Reguired I
Court Information
Zip code Court name

5. Click theView hyperlink on your search results to view all information related to the individual or business.

[1a] <

View
View
View
Wiew
View
View

- <

1of2 » = 1-100of 165

1d
1B7GL22X315161258
1B7GL22X315161258
1B7GL22X315161258
1FDFE455195A03195
1LDWE3FE2DDB52615
JALCAB10077959677

1of2 = = 1-100of 165

Id Type Vehicle Type

VIN
VIN
VIN
VIN
VIN
VIN

Truck
Truck
Truck
Automobile
Truck
Truck

Vehicle Details License #
2011 DODG DAKOTA CO9097N
2011 DODG DAKOTA

2011 DODG DAKOTA B51515E
2009 ELDO BUS 446YRC
2013 FORD ECONOLINE B330972
2007 ISU NPR B23911C

Expiration
07-0ct-2019
04-Nov-2017
04-Nov-2014
02-Feb-2012
05-Nov-2019
31-Dec-2013

Primary Registerad Name
ROCK CREEK

JESSICA JINGLEHEIMER
JESSICA JINGLEHEIMER
JO WILSON

GREY SLOAN MEMORIAL
GREY SLOAN MEMORIAL

City

LOPEZ ISLAND
FRIDAY HARBOF
FRIDAY HARBOF
TUKWILA
SEATTLE
SEATTLE

6. ClickPrint Certified Viewto print all information related to the vehicle. Alternatively, cli€loseto return to

your search results.

£} Home > Contracted Plate Search > New Search * CO9097N

Close

7. Click theNew Searclbutton to start a new name search.

LicenseExpress FOVEHICLBusinessesccount User Guide

16| Page



Insurance Destroyed Reporting Account
Apply forinsurance Destroyed ReportiAgcount

If this is the first timeyou will use your UBbr destroyed vehicle insurance reportingge this process to apply for
account accesg heperson who applies for the Insurance Destroyed Reporting account is the a@mittistrator.
The administrator is responsible for generating access codes fomtfamagers or employees and managing users
who have access to the accouiihe system allows only one administrator per business

1. Login to your License eXpress for Business acceanti{e.dol.wa.qdv

2. Clickthe Request access to vehicle servidegerlink.

3. Clickthe Newinsuranceaccounthyperlink at the very bottom of the screen.

(2] Contracted plate search You'll need: Contracted plate search number (Administrator's IVIPS account number)

Apply for a new account

@‘ Mew insurance account Apply for online access to report insurance destroyed vehicles.

[£=) New contracted plate search accou Apply for online access to search vehicle and/or vessel records.

4. Make sure you have the required information (UBI, TIN or FEIN #, WAOIC number, NPN or NAIC #, Contact
information, Insurance company information, copy of WA OIC license certificate, and copy of your driver
license) and clicklext.

5. Select thdD type enterthe ID number select theBusiness typeenterWAOIC #enter Business name
enter Doing Busines#\s (DBA) namd applicableand clickNext.

6. Select theCountry, enterStreet addressenter(ty, enter Zip code and clickNext.

ID information Enter address information
Id type Country
UsA hd
Required I l
Street address
Id
) rRequ.'."red
Reguired
Street 2
Business details
Business type lunit type
Reguired
AQIC # |Unit
Reguired
Business name City
Hame IReqn..'.'red I
Reguired State
‘WA - WASHINGTON |
DBA
Zip code
[Reqr..'."red I
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7. Select thebutton to verify the address and clidkext

8. Enter the Primary contact information and cligkext

Primary contact information

Contact Mame

|HR5TNAHE LASTNAME

Title

Phone type

‘ Business

Phone Number

Extension

Email address

Confirm email address

9. Click theUploadhyperlink, enter éDescription Browsefor the file to attach, andGave Complete this
process for all applicable documents and chigkkt

documents.

Attachments

You may attach the following documents to this request. Use the "Upload” links below to attach the

Attachment Type

1) Driver license

(1) wa 0IC license

Attachment Reguirements

Attach a scanned copy of your driver license or other

government issued ID.

Attach a copy of your Washic

Select a file to attach

Commissioner certificate.

Type I - ||

Description I
Required g

“ —— I Browse... ||

10. Review the information on the summary pag#ickSubmitwhen you are ready to proceed.

11. ClickPrint to print the transaction confirmation or clicdBontinueto go to your homepagerou have

successfully applied for an Insurance Destroyed Reporting account

LicenseExpress FOVEHICLBusinessesccount User Guide
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RequestdministratorAccessinsurance Destroyed Account

The administrator is responsible for generating access codes for their managers or employees and managing users
who have access to the accouiithe system allows only one administrator per busgne

1. Login to your License eXpress for Business acceanti{e.dol.wa.qdv

2. Clickthe Request access to vehicle servidagerlink

3. Clickthe Insurance destroyed reportingpyperlink

Request access to these existing accounts

(L8] E-permits

o Fleet Access

| 1= Insurance destroyed reporting | You'll need: UBI, WAIOC, and NAIC or NPN ID

You'll need: UBI and dealer number

You'll need: UBI and fleet number

4. SelectAdministrator from the access levadlropdown, selectiD Type enter thelD number, enter theWAIOC
#, enter theNAIC #br NPN and clickNext.

Select access level

rRequ."red |<
1D Type
IUniﬁed Business Identifier L

Unified Business Identifier (UBI)

rRequ."red

WAIOC #

I Required

MAIC# or NPN

l Required

Racirad

1. Administrator

. Manager
3. Employee

Employer Identification Number
Tax Identification Number
Unified Business Identifier

5. Select the appropriate business role options, complete the applicable fields antlektk
a. Select'm the owner or supervisoif you are the business owner. This will take away the required
fields below the Owner Contact Information section. EnterWi&OIC license expiratiodate.
b. Select'm not the owner or supervisoif you are not the owner. Entéfour role within the
organization. Enter businesswner or supervisoName, Phone, andEmail address

Your name
TEST BUSINESS

™ v -
) I'm the owner or supervisor

WAOIC license expiration

T "
() I'm not the owner or supervisor

What's your role in your organization

Owner or supervisor contact information
Mame

rRequ.'."red

Phone

rRequ.'."red

Email address

rRequ.'."red
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6. Click theUploadhyperlink, enter @escription Browsefor the file to attach, analickSave

documents.

Attachments

You may attach the following documents to this request. Use the "Upload” links below to attach the

Attachment Type
(1) WA 0IC license

Attachment Requirements

Type

Description

Attach a copy of your Washington Office of Insurance Upload
Commissioner certificate. _——

|WA 0IC license

™|

I

7. dickthe Nextbutton.

8. Review the summary page information. Clgtkbomitwhen you are ready to proceed.

Manage Users Functions
Click this hyperlink to go to thdanage Users Functiosection. This section applies to app business account types.

Request Employee or Manager Acedssurance Destroyed Account

1. Login to your LicenseXpress for Business accoustdure.dol.wa.qdv

2. Clickthe Request access to vehicle servidegerlink

3. Click thelnsurance destroyed reportingpyperlink

The access code provided to you by the account administrator or managexpiile after 24 hoursPlease check
the date/time stamp on the original access code email to make sure your code is not expired.

Request access to these existing accounts

[IEFF] E-permits

. Fleet Access

I]___] Insurance destroyed reporting I
h Wrecker destroyed reporting

You'll need: UBI and dealer number
You'll need: UBI and fleet number
You'll need: UBI, WAIOC, and MNAIC or NPN ID

You'll need: UBI and wrecker/salvage number

4. Selecttmployeeor Managerfrom the access levadropdown, selectiD Type enter thelD numbet enter the
WAIOGCH#, enter theNAIC #r NPN and clickNext

Select access level

rRequ.fred

M

1D Type

IUniﬁed Business Identifier

Unified Business Identifier (UBI)

rRequ."red

WAIOC #

I Required

NAIC# or NPN

IRequ."rec." I

2. Manager
3. Employee

Employer Identification Number
Tax Identification Number
Unified Business Identifier

LicenseExpress FOVEHICLBusinessesccount User Guide
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5. Enter theAccess Codprovided to you by the account administrator or manager and diekt.

An access code can be provided by your
manager, and is required to proceed.

Access Code

[

6. Review the information on the summary screen. Ciakmitwhen you are ready to proceed.

7. Click thePrint button to print the transaction confirmation or click tl@ontinuebutton to return to the
account homepage. You now have access tdnkarance Desbyed Reportingaccount!

Submit an Insurance Lo$ssurance Destroyed Account
1. Login to your License eXpress for Business acceanti{e.dol.wa.gdv

2. Clickthe Insurancehyperlink

Accounts
Contracted Plate Search 10000 TEST BUSIMNESS
Insurance Q87987 TEST INSURANCE COMPANY

3. Click thelnsurancelosshyperlink
Destroyed Vehicle Reporting

| Insurance loss Report a vehicle as insurance loss.

4. ClickYesor Nofor Registered in WA questidif No is selected you will need to select the State, enter the
VIN and plate)Click thelicense Plat®r VINbutton, enter theLicensePlatenumber (and last 4 of VIN
number)or VINnumberand clickNext

Enter vehicle information Enter vehicle information
Registered in WA? Registered in WA?

Yes Mo Yes No I
Search Type State

License Plate WIN rRequr'red

Plate VIN
(Reaufred | (Requr'red |
Last 4 of VIN Plate
rﬂequr'red | | |

5. Verify thevehicle information analickNext
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6. Select thevehicle Statusrom the dropdown menu, enter th®ate of bss enter theSettlement Date
answerYesor Noto the questions enterFile/Claim Numbey enter State Repritle Number, and clickNext

Enter insurance loss detail
Vehicle Status

[Requfred
Date of Loss
IRequr'red &

Settlement Date
IRequr'red =]

1. Retained by owner
2. Retained by insurance company
3. Sold

Does the vehicle value meet or exceed $7880)
(Market Value Threshold)

|' Yes | Mo |

Is the Certificate of ownership (Title) in the
possession of your company?

r Yes | Mo |

File/Claim Number

State Rep Title Number

7. SelecBusinessr Individual, enterNameinformation, enterAddress information and clickNext.

Enter registered owner information
Mame Type
I Business | Individual |

First Mame

Middle Name

Last Name
(Requfred |

Registered owner address
Country

|usa |
Street address

rRequfred |
Street 2

| |
Unit type

| ]

Unit

City

[Requr'red I
State

{wa - wASHINGTON [v]|

Zip code
[Requfred I

Enter registered owner information

MName Type

I Business | Individual I

Business Mame
rRequfred I

Registered owner address
Country

|usa |
Street address

rRequr'red |
Street 2

| |
Unit type

| ]

Unit

City

[Requr'red I
State

|wa - wasHINGTON [v]]

Zip code
[Requr'red I
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8. Select thebutton to verify the address and clidkext

9. Clik the Same as registered own@heckbax orselectBusinesor Namebutton, enterNameinformation,
enter Addressinformation, andclickNext.

Legal owner information

E Same as registered owner

MName Type

I Business | Individual

First Name

Middle Name

Last Name
P!equrwd

Legal owner address
Country

{usa

Street address

rRequfred

Street 2

|Unit type

v

|Unit

City

[Requfred

State

IWA ~ WASHINGTON

M|

Zip code

IRequfred

Legal owner information
E Same as registered owner

MName Type

I Business | Individual

Business Name

[Requrred

Legal owner address
Country

{usa

V|

Street address

rRequr'red

Street 2

Unit type

v

Unit

City

[Req'ufred

State

|w.c\ ~ WASHINGTON

M|

Zip code

IRequr‘red

10. Reviewthe summary pagenformation. ClickSubmitwhen you are ready tproceed.
11. ClickPrint to print the total loss claim settlement report or cli€@ontinueto return to your Insurance

account.

ReprintTotal Loss Settlement Repdrisurance Destroyed Account
1. Login to your License eXpress for Business acceanti{c.dol.wa.qdv

2. Clickthe Insurancehyperlink

Accounts

Contracted Plate Search

Insurance

10000
087987

TEST BUSINESS

TEST INSURANCE COMPANY

LicenseExpress FOVEHICLBusinessesccount User Guide
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3. Click theSubmissiongab.

Destroyed Vehicle User Management Users List Submissions Correspondence

Destroyed Vehicle Reporting

l Insurance loss Report a vehicle as insurance loss.

4. Click theView Submissiorbutton.

‘ Destroyed Vehicle User Management Users List m Correspondence

m Draft Submissions @ Submitted Processed  View Submissions

None need attention None have been submitted

Destroyed Vehicle - Insurance

5. Click the appropriat®estroyed Vehiclelnsurancehyperlink to view the submission.

Submissions

Date

Processed

08-Apr-2019

Period Title

Destroyed Vehicle - Insurance

6. Click thePrint Lettershypetink. A PDF will open in a separate window or tab for you to print.

@" Submission 'ﬂ Status @ I Want To
DOL TEST BUSINESS +/ Processed View Submission
867530986 Confirmation #0-013-171-761 Print Letters
Insurance Submitted 08-Apr-2019 12:14:06
909888 Processed 08-Apr-2019 12:14:07

> Submission
Destroyed Vehicle Report

7. Close the new window or tab to return to your submissions. Clickittraehyperlink to return to your
homepage.

= Destroyed Vehicle - Insurance

ﬂ' Home

* Insurance * Submissions * Destroyed Vehicle - Insurance
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EPermits

The Epermit system automates the désx temporary permit process arallows Washington licensed dealers to
issue permits electronically. The business will need to assigrpersoras the account administrator

EPermit or Papepermit

Add an Epermit via License eXpress for Business, using yperrait account, after thy are purchased from your
local vehicle licensing offic&o to your local vehicle licensing office to purchagenits, the same way you
purchase paper dealer temporary permits.

1. Give the licensing agent your dealer number and location code. Be suddB @A RS &2 dz2NJ RS f SN&
location codeso the Epermitting system will know to which dealership location to credit thaeEmits
purchased.

2. Request the number of-permits you need at each location, if applicable (no limit).

3. Pay $15 for each-gemit.

4. Get your receipt from the licensing agent.

You must use the fpermit system, unless

1 The Epermits system is down.

1 You are at an offite sale location where you do not have access to the Internet.

1 A hardware failure at your dealer location preveatsess to data. Not having supplies, such as paper and ink
cartridges, does not constitute a hardware failure.

1 Your Internet service provider or phone line is down.

In any of these cases, you may issue hapy permits. You must enter the information frahe hardcopy permit

into the Epermits system within 24 hours of issuance or hardware/software resolutiowithin 24 hours of

returning to the office, if the hard copy was issuedsité.

RequesiAdministrator Acces&Permits Account

Theperson whoapplies for the Epermitsaccount is the account administratdrhe administrator is responsible for
generating access codes for their managers or employees and managing users who have access to th&hecount
system allows only one administrator perdiness

1. Login to your License eXpress for Business acceant/{c.dol.wa.qdv

2. Clickthe Request access to vehicle servidggerlink

3. Clickthe Epermits hyperlink.

Request access to these existing accounts

[1F4F] E-permits You'll need: UBI and dealer number

. Fleet Access You'll need: UBI and flest number
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4. SelectAdministrator from the dropdown menu, enter youdBl#, enter the Dealer # and clickNext.

Select access level

Reguired

~MH

Unified Business ID {UBI)
| =

Reqguired

Dealer #
|

Reguired

Daqm’rnd

1. Administrator

. Manager
3. Employee

5. Clickthe Nextbutton to continue past the location(s) section.

6. Selecthe appropriate business role options, complete the applicable fields and\xick
a. Select thd'm the owner or supervisobutton if you are the business owner. This will take away the
required fields below the Owner Contact Information section. EnteBusiness license expiration

date.

b. Select thd'm not the owner or supervisoradio buttonif you ae not the owner. EnteYour role
within the organization.Enter businesswner or supervisoname, phone, andemail address

Your name
TESTING TEST

Provide additional information

I'm the owner or supervisor

Business license expiration

() I'm not the owner or supervisor

What's your role in yvour organization

Name

Owner or supervisor contact information

(Requa‘red

Phone

(Requa’red

Email address

rRequa'red

26| Page

LicenseExpress FOVEHICLBusinessesccount User Guide



7. Click theUploadhyperlink to attach a copy of yolusiness license certificaténter aDescription click

Browseto find the file, and cliclSave

Attach required documents

You may attach the following documents to this request. Use the "Upload” links below to attach the
documents.

Attachments

aAttachment Typea Attachment Requirements

Attach a copy of the business license certificate issued by WA Upload
Department of Revenue.

Select a file to attach

(1) Business license

| Business license

8. Click theNextbutton.

9. Review the information on the summary pag@dickSubmitwhen you are ready to proceed.

10. ClickPrint to print the transaction confirmation or clicRontinueto go to your homepagerou have

succesfully registered for an-germit account

Manage Users Functions

Click this hyperlink to go to theanage Users Functiosection. This section applies to app business account types.

Request Employee Manager Acces&Permit Account

The access code provided to you by the account administrator or managexpiié after 24 hoursPlease check
the date/time stamp on the original access code email to make sure your code is not expired.

1. Login to your lcense eXpress for Business accoest(ire.dol.wa.gdv

2. Clickthe Request access to vehicle servidagerlink

3. Clickthe Epermits hyperlink.

Request access to these existing accounts

[1E4F] E-permits

. Fleet Access

You'll need: UBI and dealer number

You'll need: UBI and flest number

Select access level

IRequ."red

Unified Business 1D (UBI)

Required

Dealer #

Required

4. Selecttmployeeor Managerfrom the dropdown menu, enter yousB #, enter the Dealer #and clickNext

1. Administrator
2. Manager
3. Employee
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5. Click theNextbutton to continue past the location(s) section.

6. Enter the Access Code provided to you by the account administrator or manager amdesiick

An access code can be provided by your
manager, and is reguired to proceed.

Access Code

[

7. Review the information on the summary screen. Ciakmitwhen you are ready to proceed.

8. Click thePrint button to print the transaction confirmation or click tf@ontinuebutton to return to the
account homepage. You now have access tdBRermitaccount!

Add a New fpermit or Paper PermitPermit Account
The steps for issuing anpgérmit and logging a paper permit arery similar. Thedifference is that Epermits print at
the end of the procesdf your internal system at the dealership has the capability to export an XML file, you can

import the file during this process. If your systelmes nothave the capability to export an XML file, you can add the
information manually.

1. Login to your LicenseXpress for Business accoustdure.dol.wa.gdv

2. Click he Epermitting hyperlink.

Accounts

| E-Permitting 0999-99938-0001 DOL TEST AUTO SALES LLC

3. ClickNew Epermit or New paper permithyperlink.

E-Permit
(58] Mew E-permit Add a new e-permit
[[[4] Mew paper permit Add a new paper permit

4. Use one of the following process to update the Vehicle Identificattaen:

Import from XML File
a. Clickthe Import from XML filebutton

b. ClickBrowseto search for your file to upload and clickport.
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c. Click theNextbutton and continue to step 5 below

Enter basic vehicle information

Dealer information

Dealer number
00001

License type
(220) Motor Vehicle Dealer

Permits Available

Import from XML file

Select a file to import:

|

| Browse... ||

Number of permits available
231

T T

Manually Enter InformatierNo XML File
a. SelectNewor Used,and enter theVehicle Identification Numbe(VIN) inthe Vehicle Information

fields. Bter the permit number under the Permit Number haiag, if this is a paper permithis

section will not appear on the page for issuing aoefnit.

b. EnterPrevious Titlenformation in appropriate fields

c. EnterOdometer Informationin appropriate fields

d. Enter thePurchase Informationn the appropriate fields. ThRegistration expires field will

automatically populate after you enter the sale date.

e. dickthe Nextbutton.

Enter basic vehicle information
Dealer information

Dealer number
00001

License type
(220) Motor Vehicle Dealer

Permits Available

Number of permits available
231

Vehicle information

I New I Used I

Vehicle identification number (VIN)
| 2EPF71KETMI12114 |

Import from XML file

Previous title information

Odometer information

State

Odometer code

‘ Washington |

| ™

Title number

Odometer reading

545545 |

Issue date

|19-May-2016 II

Purchase information

o |

Registration information

Sale date
|19-3un-2019 .
Purchase price/Value code

|17,725.00 |

B
B

Date of delivery
|19-Jun-2019 B

Months registration
12

Registration expires
19-Jun-2020
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5. SelectVehicle type Use type andFuel Typdrom the dropdown menus in the Vehicle Type sectorfiollow
the Cannot Find Vehicle During=ermit ProcessThe Details and Trim section will be gileed, grayedout,
and cannot be edited unless yalick Yes to Override detail&nterAdditional Informationin appropriate
fieldg(if applicable) and cliddext

|Complete vehicle detail information

I\fehicle Type
Vehicle type

[actomobie 9]

Use type
|Passenger Vehicle |

Fuel type

|Gasoline |

Details Trim

Override details 0 0
I I | View Trim

No Yes
D Trim not found

Year
Model description

2017
4dr Titanium 2.0 AWD
Make
FORD - FORD Retail value
18,165.00
Model
ESCAPE Value code
A 30,850.00
Body description
SPORT UTILITY Value year
2016

I:l Title purpose only
Depreciated value

25,605.50
Additional Information Identification
Scale weight Equipment number
3,664 L |
Color 1 Fleet number
| ]l |
Color 2 Rental number
| ] |

6. Click theAdd additional ownerhyperlink. lectan Ownershigype from the dropdown menuselectone of
the following ownership types and complete the required fields:
a. SelectBusinessenter ID type, enter ID, enter the business hame, phone type and number (if
applicable), click Add additional owner hyperlink (if applicable)
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b. Selectindividual, clickExempt from providing DLMheckbox oenter the Driver LicenseNumber
(DLN), enteExpiration date. enter Frst nameif applicable enter Middle nameif applicable gnter
Last name selectPhone type andenter Phone numbet

Enter registered owner information

Add all registered owners below. At least one
registered owner is required.

Registered Owners

Ownership type

rRequfred

Business or individual?

Reguired
Lessee
Lessor
Registerad
Sublessee
Trust
Trustee

Business | Individual

D type

Required

D

B4 Required

Business name

Required

FPhone type

Phone number

[+ Add additional owner

Enter registered owner information

Add all registered owners below. At least cne
registered owner is required.

Registered Owners

Lessee

Ownership type

Lessor

[Requfred

Registerad
I/ Sublessee
W
Trust

Business or individual?

Trustee

I Business

I Individual I

|:| Exempt from providing DLN
DLN

rRequfred

Expiration date

Irst name

[

Middle name

Last name

Required

Suffix

Phone type

Phone number

|+ Add additional owner

7. Click theAdd additional Ownerhyperlink (if applicableEnter additional owner informatiorClickYesor No
button for Joint Tenants with Rights of Survivorship and ®iekt.

Phone number

|+ Add additional owner

—
I

Joint Tenant with Right of Survivorship?

Yes I No

|+ Add additional owner

8. Enter theRegistered owner addressformation and clickNext
9. Select thebutton to verify the address and clidkext.
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10. EnterOther addressinformation (if applicable), anslelectYesor No for email reminderslf yes enterthe
email address, confirm the em@ddress, and click Next. If No, click Mhext button.

Enter additional address information

Other addresses

Email Reminders

Mail Addresses

Signup for email reminders?

Yes

MNo

One time Addresses

Email address

anemail@dol.wa.gov

Confirm email address

anemail@dol.wa.gov

11. On the LegaDwners screen, do one of the following options:
a.
b.

If theregigered owner is also the legal omer, clickthe Nextbutton.
If the registered owner is not the legal owneclick theAdd additional ownerhyperlink, complete
required fields, and clickext

12. ClickYesor No on the Additional options section, clitkesor No for Fee estimation section (if you select No,
the fees will not display), select tiilate type and clickNext.

Review additional options

Additional options Fee estimation Plate information

Show fee estimation Plate type

No I

Donate $5.00 to state parks?
I Yes |

Mo I Yes || I Required l|

Requ

red
Add a discover pass?

I Yes |

No I

13. ClickNexton the Fee estimation details screeifiapplicable.
14. Review thanformation on the summary pag€lickSubmitwhen you are ready to proceed.

15. Click thePrint button to print the Vehicle Title Application, Vehicle Dealer Temporary Permit, and Temporary
Registration. The PDF document will open in a separate window or tab (you might have to allow pop ups).
Clickthe Continuebutton to return to your Epermitting account

Cannot Find VeHeDuring EPermit ProcessEPermits Account

When you are adding angermit to a Newor Used vehicle that does not already exist in the Department of
Licensin@ system,you will need to manually select the year, manufactuerd model. If you are unébto find the
vehiclefrom the provided optionsselectCannot Find Vehicland follow the steps outlined below.

1. Followsteps 1 through 6n the previous sectiofdd a New permit or Paper Permit
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2. Select theYear, ManufacturenMake), andviodel.

Years Manufacturers Models
Filter Filter Filter

4 <@ 10f2 * = 1-20of 40 i« <4 1of3 * * 1-200f47 Model

Years Manufacturer ATS COUPE
2020 ACURA ATS-V COUPE
2019 ALFA-ROMEO

2018 ASTON MARTIN cTe

2017 AUDI crs

2016 BENELLI-AMERICA CTS-v

2015 BENTLEY ESCALADE
2014 BMW ESCALADE ESV
2013 BUICK XT4

2012 CADILLAC XTS5

2011 CAN-AM XTS

i« <« 10f2 = = 1-200f40 e < 1of2 > M 1 200f 47 0 Rowe

3. Checkhe Cannot Find Vehicleheckboxif you are unable to find the corregehicle and clickNext.

Search for vehicle details

Please select year, manufacturer, and model. If unable to find vehicle, select
'‘Cannot Find Vehicle'.

|71 Cannot Find Vehicle

‘ Il This vehicle is an RV

Please click Next to manually enter the
vehicle information.

4. Enter the following information on the Vehicle Details screen

a. Select thevehicle TypeUse TypeandFuel Typdrom the dropdown menugn the VehicleType
section.

Complete vehicle detail information

Vehicle Type
Vehicle type

rRequfrEd
Use type
rRequfrEd
Fuel type

Required

Required'
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b. Enter theYea and click theMake Searclbutton.

Details Trim
Year Mo trim selection available
0 MSRP

Vehicle year cannot be older than 1850 | ‘

Make Search

c. BEnter the Make and click theSearchbutton. Click theappropriatemake hyperlink fa the type

Vehicle/Vessel Make Search o
[ d] e

Makes
{DODGE - DODG |

TN oo |

d. Enter theModel, select theBody Style enterMSRR enterScale WeightselectColor(s),enter
Identification numbers(if applicable), and cliddext

5. Continue from $ep 5in the Add a New Bermit or Paper Permi=Permits Accounsection above.

Reprint an EPa@mit - EPermits Account
1. Login to your License eXpress for Business acceanti{e.dol.wa.gdv

2. Clickthe Epermitting hyperlink.

Accounts

| E-Permitting 0999-99938-0001 DOL TEST AUTO SALES LLC

3. Click theSubmissiortab and click th&/iew Submissiorbutton.

E-Permit User Management Users List m Correspondence

m Draft Submissions @ Submitted Processed View Submissions

None need attention None have been submitted E-Permitting
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4. Click theEPermitting hyperlink for the Epermit youwould like to reprint.

Submissions

Date Period Title

Processed
08-Apr-2019 IE—PermittingI

5. Click thePrint Lettershyperlink, a PDF will open in a separate window or Biint the document

I_g}' Submission ﬂ Status @ I Want To
DOL TEST AUTO SALES LLC +/ Processed View Submission
867530986 Confirmation #0-013-909-133 Print Letters
E-Permitting Submitted 08-Apr-2019 16:20:35
0595-99988-0001 Processed 08-Apr-2019 16:20:37

» Submission
E-Permit
VIN 1ABCD321E123456780

6. Close the new window or tab to return to your submissions. Clickittraehyperlink to return to your
homepage.

ﬁHDme * E-Permitting * Submissions * E-Permitting

Revoke an-Permit EPermits Account

Revoking an{germit is a pemanent action and it cannot be reversddse the following steps to revoke asp&mit.

1. Login to your License eXpress for Business acceanti{e.dol.wa.gdv

2. Clickthe Epermitting hyperlink.

Accounts
IE—PEFmiI:ting 1121-00001-0001 DOL BUSIMNESS SALES, INC

3. Click thePermit Loghyperlink.
E-Permit

[E8] New E-permit Add a new e-permit
[I[%] New paper permit Add a new paper permit

Administrative Reports

|r] Permit Log | Search your e-permitting history
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4. Enter theFromand Todate range for the applicable permit and click thearchoutton. Your search results
will display.

5. Click thePermit Number hyperlinkyou needto revoke.
6. Click theRevokebutton.

7. Click theSubmitbutton to revoke the Epermit.

8. ClickPrintto print the transaction confirmation or clidRontinueto return to your Epermitting account.

Fleet Accourst
A Fleet Account makes it easier for you to manage the registrations of several vehiRlegular fleet is 5 to 49
vehicles. A Permanent fleet is 50 or more vehicles.

Request Administrator AcceBkeetAccess\ccount

The person who applies for the Fleato&ss account is the account administrafbine administrator is responsible
for generating access codes for their managers or employees and managing users who have access to the account
The system allows only one administrator per business.

1. Login to youlLicense eXpress for Business accosmil(re.dol.wa.gdv

2. ClickRequest access to vehicle servidegerlink

3. Clickthe Fleet Acceshyperlink.
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